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MARI NE CORPS BASE CRDER 1320.1A

From  Commandi ng General
To: Distribution List

Subj:  ORDERS PROCESSI NG

Ref . (a) MCO P1000.6F
(b) MBO 1320.2
(c) MCO 4650.30K
(d) MBO 5512.119

Encl : (1) Permanent Change of Station and Release from Active
Duty QOders
2) Port Calls and Area O earances
3) Marine Security Qard, Drill Instructor, Recruiter, and

I ndependent  Duty QOders

1. Purpose. To provide guidance and instruction on the proper
procedures for processing personnel  orders.

2. Cancell ation. MCBO 1320. 1.

3. Summary of Revision. This revision contains the following
changes:

a. Enclosure (1) paragraph 1f.  Provides authority to receive
TLE in executing PCSO as granted by the organizational commander.

b. Enclosure (2), paragraph 1. Renames the Mlitary Arlift
Cormand as the Ar Mbility Conmand (aMC).

c. Enclosure (2), paragraph 4d. Updates AMC airlift
categories.

d.  Enclosure (2), parasraph 5. Requires witten notification
by the GO to the TMO when overseas orders are cancelled subsequent

to a port call request.

e. Enclosure (2), parasraph 6a. Provides that port call
requests should be submtted as soon as possible, but no later than

45 days before travel is executed.

f. Enclosure (2), parasraph 5e(3). darifies that the
application for dependent travel iIs submtted at the time of the
port call request.




MCBO 1320.1A
30 Jul 96

f g. Enclosure (2), paragraph 5f(2). Provides weight allowances
or pets.

4, | nformati on

a. The references provide guidelines and information relative to
travel orders, port calls, area clearances for dependent travel,
release from active duty, and advance preparation of personnel for
subsequent novenent overseas.

bh. Basic orders for novenent of personnel are the responsibility
of the Mlitary Personnel Cficer (MPO. Based upon direction from
hi gher headquarters, the MO wll issue orders directing the transfer
of personnel from this Base. The enclosures provide specific details
regarding these orders. All detaching endorsenents, per reference
(a), are the responsibility of the organizational commander.

c. TAD orders are issued per reference (b).

5. Action. Ouganizational conmmanders and all Mrines of this Base
will conply wth the instructions contained herein,

~B. BRO
Chief of Staff
DI STRI BUTION: A
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PERVANENT CHANGE O STATION AND RELEASE FROM ACTIVE DUTY CRDERS

1. Admnistration of Permanent Change of Station Oder (PCSO)

a. Upon receipt of correspondence from the CMC directing a
menber's transfer, the OG MB (B 011) will issue PCso's by endorse-
ment. A copy of the pcso wll be forwarded to the appropriate
organi zational commander as notification that orders are pending.
Uoon receipt of conpleted applicable checklists or screening
requirements, the original orders wll be provided by the OG MB
(B 011) for delivery to the Mrine.

b Organi zational commanders will provide detaching endorsenents

on all orders signed by the OG MZB. Encl osur (2) of this QOder
contains guidance for personnel in receipt 0 orders overseas.

~c. Prior to nomnating/transferring a Mrine for assignnent to
Marine Security Qiard duty, drill instructor duty, recruiter duty,

or independent duty, organizational commanders will screen,
utilizing the appropriate enclosures provided in current Mrine

Corps directives, ensuring that Mrines requesting orders via NAVWC
10274, Admnistrative Action (AA) Forns, nomnated, or selected are

screened and fully qualified for the assignment. Enclosure (3)
refers.

d. The commanding officer delivering the original orders will
have the Marine conplete the receiving endorsenents, send one copy
of the orders (including the receiving endorsement) to the

individual's new duty station, and wll retain one conplete copy
along with any checklist on file for one year per MCO P1000.6.

e. Authority to wuse a second privately owned vehicle in
executing PCSO's may be granted by the organizational commander on
an individual basis. This authority should be contained in the
detaching endorsenent. Joint Federal Travel Regulations (JFTR)
paragraph U5205 applies.

f. Authority to receive te orar)r/1 lodging expenses allowance in
executing Pcso's may be granted by the organizational commander on an
i ndividual basis. This authority should be contained in the
detaching endorsement. JFTR paragraph us700 applies.

2. Modification to PCSO's

a. Requests for nodification/cancellation of Ppcso's initiated
by organizational comuanders/division directors wll be forwarded
to the CG MB (B 011) via naval letter.

b. Requests for nodification/cancellation of PCcso's initiated

by the individual Marine wll be submtted via AA form through the
appropriate chain-of-coomand to the GG MB (B 011). The

ENCLOSURE (1)
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provisions of Mco P1000.6F, paragraph 1301, pertaining to

humanitarian reasons, for revocation of orders, wll be used as a
guide when personal and famly problens exist.

3. ~Transfer of Hospitalized Personnel. (rganizational conmander s
wll submt a Tetter to the GG MB (B 011) “requesting transfer of
hospitalized personnel by service records when it is determned that:

a. The period of hospitalization wll exceed or is expected to
exceed 30 days, or

b. The admnistration of the individual(s) cannot be effective-
ly performed by the wunit conmmander.

c. Each request wll indicate:

(1) Requested effective date of transfer.

(2) Any pending disciplinary action.

(3) Wether the individual occupies government housing.
d. Additional guidance is contained in Mco 1300.8.

4, Requests for Release from Active Duty. Oders directing release

of officer and enlisted reservists wll be based on the follow ng
gui del i nes:

~a.  Oficers. Uoon receipt of authority to release active duty
officers, the MPO wll endorse the nessage to the appropriate

organi zational  commander.

b. Enlisted Reservists. Organizational commanders wll prepare
appropriate orders.

5. Request for Oders Home Awaiting Results of Physical Eval uation
Board (PEB) Proceedings. Wen a Mirine has been found unfit for
duty by the PEB, the OG MB (B 011) will forward the PEB report to
the organizational comrander for appropriate action. Wth the
consent of the individual, the Mrine may be ordered home to await
final disposition of the PEB, subject to the criteria established by
paragraph 8504 of MCO P1900.16E.

a. Oficers. Organizational commanders wll request authority
from the OMC (Mmoa) via the appropriate chain-of-command for officers
desiring to be ordered hone to await final action of the PEB.

b. Enlisted. Oganizational commanders wll submt a data
sheet to the MO who wll prepare the appropriate orders.

ENCLOSURE (1)
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6. Transfer to the Tenporary Disabilitv Retired List (TDRL). Upon
receipt of authority from the OMC directing transfer of a Mrine to
the TDR., the MPO wll endorse the nessage to the appropriate
organi zational  commander. The organizational commander is respon-
sible for notifying OMC (MWBR4) via Naval nessage. Additionally,
commanders wll submt a data sheet to the MO who wll prepare
orders transferring the Marine to the TDRL. Direct |iaison between
the organizational commander naintaining the individual service
record and HQMC is encouraged. Any change in status of the Mrine
wll be imediately reported to r&vc

7. Discharge Wth/Wthout Severance pay. Upon receipt of authority

from the OMC directing discharge of a Mrine, the wll endorse
the nmessage to the organizational commander for action and prepare an
appropriate discharge order. In the event the Mrine cannot be

discharged within the tineframe specified by the OCMC discharge

directive or if the Mrine has been transferred, the organizational
commander will immediately notify the COMC (MMSR-4) via Naval message.
The message will be submtted to the GG MB (B 011) for release. No
message report is required if the Mrine is discharged wthout delay.

a. Retirenent/Transfer to the Fleet Marine Corps Reserve (FMCR).
Requests for retirenent/transfer to the FMIR nust Dbe submtted per
Chapter 7 of Mco P1900.16E and MCBO 1900.1. Upon receipt of the O
approval, the MO wll endorse the message to the appropriate

organi zational  conmander.

9. Appellate Leave

a. By the authority contained within MCO P1050.3, Marines
awai ting conpletion of appellate review of a general/special court-
martial sentence awarding dismssal or punitive discharge may be
ordered hone to await conpletion of the subject review

b. QOganizational commanders wll submt the request for

appel late leave orders to the CG MB (B 052) prior to the effective
date of the appellate |eave.

ENCLCSURE (1)



MCBO 1320.1A
30 Jul 96

PORT CALLS AND AREA CLEARANCES

1.  Wenever travel outside of cowus is directed in conjunction wth
official orders, the organizational commander nust ensure that a port
call request is submtted to the Transportation Cficer as soon as
possible per MCO 4650.30. Ar Mbility Conmand (amc) procured
transportation (Category "B" and mM") nust be used, when available.
Travel by regularly scheduled commercial airlines (Category "z") wll
be issued only in the event that AMC transportation is unavailable
during the travel period.

2. This Base is designated as a Passenger Control Point (PCP).
The PCP is located in the Traffic Managenment O fice (TMO), Bl dg.
2009. The Traffic Mnagement Officer is also designated as the
Transportation Officer for the PCP, and is appointed by separate
correspondence.

3. The Transportation Cificer 1is responsible for determning the
availability of government transportation and for authorizing
commercial  transportation for transoceanic travel in conjunction
with mlitary orders. This applies to travel in conjunction with
both PCS and TAD orders. The Transportation Cfficer shall:

a. Mintain a conmercial transportation control log indicating
the control nunber assigned, nane and grade of individual, date
authorized, departure point, authorized travel point, and reason
for authorizing comrercial transportation.

b. Submt a nmonthly commercial air transportation utilization
report per MCO 4650. 30.

4, Transportation in GConnection Wth Emergency Leave. The follow ng
Marine Corps guidelines are applicable for emergency leave travel to
overseas areas:

a. Mrines my be authorized funded energency leave travel in
government aircraft on a TAD basis from CONUS to overseas. Such
transportation is chargeable to the appropriated funds which support
the TAD travel of the wunit to which the nenber is attached, or of the
unit which controls such funds. The JFTR par. U7205 nust be
consulted to ensure that Mrines requesting travel under this
provision meet specific criteria for eligibility.

b. In cases where transportation in connection wth energency
| eave is funded, TAD orders wll be issued per MCO P1050.3G,
paragraph 5004, by the CG MCB (B 011).

c. An appropriate leave authorization wll be provided by the
organi zati onal commander per Mco P1050.3 for overseas energency |eave
where costs are borne by the nenber. A port call request nust be
submtted to the Transportation Cfficer immediately.

ENCLOSURE  (2)
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d. Advance reservations for the transoceanic portion of the
travel on AMC airlift or Category ®"B"™ Oor "M" service wll be
arranged.

e. Transportation Priority | is authorized for overseas travel
LOT _tthe IEHVIIOOSe of emergency leave. Return travel is Transportation
riority :

~f. Emergency leave personnel shall be directed to report to the
Marine Corps Liaison Cfficer, Passenger Liaison Cficer, or AMC
Termnal Liaison Cficer wupon arrival at the aerial port of debarka-
tion for endorsement of orders and assistance in obtaining return
transportation.

5. Control of Requests for Overseas Passenser Reservations

a. Port call procedures require pronpt actions that are
necessary for requesting and effecting tinely port calls.
QO gani zational commanders shall require that all personnel whose
assigned duties include port «call request action and issuance of
transportation procurement documents become thoroughly famliar wth,
and fully conply wth, this Oder, w™Mco 4650.30, and other applicable
Marine Corps directives pertaining to arranging and furnishing
transoceanic transportation.

b, CO's are responsible for notifying the Transportation
Officer, in witing, when overseas orders are cancelled or nodified
subsequent to requesting a port call.

6. UWon receipt of PCS orders, COs will take the following action:

a. Request  Port Call

(1) Submt port call requests for travel as directed to the
Transportation Cfficer as soon as possible, but not later than 45
days before travel 1is executed.

(2) Requests in conjunction with PCS orders wll be submtted
at least 90 days prior to the date required to report to the new
command and contain a 10 day "window" period. This is the period of
time between the day the traveler is available to travel and the day
that traveler nust arrive. Requests for TAD travel wll contain a
three day "window" period. The travel performance periods are
necessary in order to provide sufficient time for arranging flights
for overseas travel.

b. Physical Qualification for Dutv Qverseas. Ensure conpliance
with the requirements for medical and dental screening, to assess
suitability for assignment overseas, to include HV Il testing, as
prescribed in NAVMEDCOM NST 1300.1, MCO P1300.8, and MCO P3000.1.

ENCLOSURE  (2)
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Wen the wunit receives notification that a Mrine is being
transferred overseas, co's will require the nenber to report to the
overseas screening coordinator at the nedical treatment facility.
co*s wll then review the conpleted NAVMED 1300/1 and interview the
menber to ascertain the nmedical/psychological/dental qualifications
for overseas assignment per MBO 5512.1.

c. lmmunizations. Ensure that all required inmnunizations are
conpleted prior to detachnent.

. d. Predetachment Briefing. Establish and mintain Iocal
inplenenting procedures to ensure that each traveler is briefed
prior to departure as follows:

(1) Conduct in a Travel Status. Brief the traveler on
standards of appearance, conduct, and decorum in a travel status.

(2) _Wniforns and Basgage. Al  Mirines traveling aboard
category B Mlitary Ar Charters are authorized to wear civilian
clothing, wunless individual orders specify otherwise. Travelers wll
ensure their personal appearance s conservative and commensurate
wth the high standards traditionally associated wth the Mrine
Corps. Wen civilian clothing has been authorized for wear in a duty
status in lieu of a uniform the civilian clothing wll be of the
same conparable degree of formality as the wuniform prescribed for
such duty.

_ - (3) _Contraband. Ensure that Mrines are aware of prohibi-
tions in transporting explosives, dangerous drugs, and other

contraband aboard government aircraft.

(4) _Transportation Arrancrements. Counsel the traveler on
transportation arrangements by utilizing the port call information
contained in the transportation endorsenment. Ensure that the
traveler is advised of assistance available from TMO for arranging
transportation while in a leave status and en route to the port of
enmbar kat i on.

(5 __Reportins Instructions. Instruct the traveler to report
to the departure termnal on the date and time indicated by the port
call detaching endorsenent. Late arrival or failure to report for a
flight may result in the Mirine Corps being penalized or billed for
costs incurred by AMC as a result of the traveler's failure to
utilize the seat.

_ (6) Checklist. Ensure that checklists are conpleted as
required by MCO P3000.1. Forward a conﬁleted and signed copy to the
GG MB (B 011) and attach one copy to the unit file copy of the
detaching endorsenent.

ENCLOSLRE  (2)
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e. Transportation of Dependents

(lkfh Eligibility to Travel at Governnent Expense.  Ensur
that the rine 1s eligible to ftransport dependents and househoefd

goods at governnent expense, and that the Mrine qualifies for
"command sponsorship" of dependents under the «criteria contained in
MBO 5512.1. In this regard, Mrines not having sufficient
obligated service to conplete the "acconpanied by dependents" tour
who refuse to extend or reenlist to obtain the necessary obligation
will not be detached wthout the approval of the CMC (MY, unless
they elect the "all others" tour.

%2) Entry approval/Area Oearance. \hen required, request
approval for dependents to enter the overseas area per MCO P1000.6.

(3) _Application for Transportation of Dependents. Ensure
that DD Form 884 (Application for Transportation of Dependents) is
conpleted and submtted to the TMO wth the port call request. This
action nust not be delayed, since processing of dependents nust begin
pronptly to ensure arrangement of concurrent travel. Additionally,
orders nust specify that concurrent travel of dependents is
authorized and include the names and birth dates of sane.

(4) _Passports. Ensure that when "no fee" passports are
required, they are pronptly applied for per MBO 5512.1. This action
must be acconplished prior to requesting area clearance. The
passport agent is located in Little Hall, Bldg. 2034

(5) | muni zations. Ensure that all dependents have received
the necessary immunizations and hold proper records of such
I mmuni zations as required by MCO P3000.1.

(6) Presnancv. Ensure that all dependents who are pregnant
have a certificate signed by a doctor attesting to the duration/
period of pregnancy. Pregnant wonmen up to the 34th week of gestation
my be accepted for AMC transportation in a passenger status unless
travel by air is not nedically recommended per paragraph 2-7 of MCO
4630.16B.

(7) Early Arrival of Dependents at Port of Enbarkation.
Ensure that the Mrine understands that dependents should not

proceed to the port of enbarkation wuntil authorized to do so. In
order to preclude financial and personal hardship, authority to
report to the port of enbarkation wll not be given until overseas

transportation arrangements have been finalized.

f. Transportation of Pets. CQurrent regulations allow the
shipment of a maximum of two famly pets (dog/cat) to nost overseas
| ocati ons. Shi pment, vaccination, "and quarantine of pets is at the
expense of the owner. As approval nust be secured prior to the

ENCLOSURE  (2)
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shipnent of any animal, requests for pet transportation should be
included in the traveler's initial port call requests. The follow ng
statenent shall be signed by the service nenber and included wth the
port call request: "1 have sufficient funds to defray the cost of

vaccination, shipment, and quarantine of ny pet(s) ." Travelers wll
be advised concerning pet travel arrangenents when their own port
call is arranged. Also, all port call requests nust specify the

following information for shipnent of pets:
(1) Species: dog or cat only/limt is two.
(2) Weight: actual weight including cage
- up to 70 pounds charged as 1 piece.
- 71 to 99 pounds charged as 1 piece.

- 100 pounds and over charged as 2 pieces (waiver
required).

(3) Dnensions: Length (base on tail to nose)
Wdth (across chest)
Height (shoulder to floor)

NOTE: As limted pet space is available, the traveler wll be
requested to provide a 14 day travel performance w ndow.

ENCLCBURE  (2)
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MRNE SECQRITY QARD, DRLL INSTRICTOR RECRUTER AND
| NDEPENDENT ~ DUTY  CRDERS

1. Mco 1306.2 provides guidance and general information on Marines
who apply for Security Quard Duty wth the Department of States'
Foreign Service establishnents.

2. MCO 1326.6 provides guidance and general information on assigning
Marines to drill instructor (DI), recruiter, and independent duty.

3. The OMC assigns Marines to serve in D, recruiter, and indepen-
dent duty billets. Assignment is based upon the needs of the Mrine
Corps and the qualifications of the individual Mrine. Based on the
nature of these assignnents, nomnees nust neet specific criteria and
be recommended by their GO  Screening of nomnees is acconplished
using the appropriate enclosure to MCO 1326.6. Al Marines approved
for assignnment to these duties nmust equal or surpass the mninum
criteria contained in the directive.

4, co's of Mrines requesting orders to the subject duty wll:

a. Personally screen Marines utilizing the appropriate checklist
contained in MCO 1306.2 or McO 1326.6 to determne their suitability/
unsuitability.

b. Endorse the Marine's AA form utilizing as an enclosure, the
conpleted screening/Interview guide contained in Mco 1306.2 or
MCO 1326.6 prior to submssion to Headquarters, USMC

5. co's of Mrines in receipt of orders to the subject duty wll:

~a. Won notification of orders, personally screen Marines
utilizing the appropriate checklist <contained in MCO 1326.6 to
determne their suitability/unsuitability.

h. Provide the GG MB (B 011) a copy of the screening check-
list wunder cover letter, to include nedical qualifications, as
directed. Wen the Mirine is determned wunsuitable for the subject
duty, indicate the reasons for disqualification, and ensure
supporting documentation is enclosed as appropriate.

6. The Mlitary Personnel COficer wll:

a. Mnitor all orders to D, recruiter, and independent duty to
fenSL;]r_e screening and the OCMC notification is acconplished in a tinely
ashi on.

b. Issue orders to the Marine after the required screening has
been acconpli shed.

ENCLOSLRE  (3)



